RD I nstruction 2054-U
PART 2054 - EMPLOYMENT
Subpart U - Probationary and Trial Periods and Reports Requirenents
§ 2054.1001 Ceneral.

This instruction provides the guidelines and procedures for the appraisa
of enpl oyees who nust serve a probationary when selected for a career-
conditional or career appointment froma certificate of eligibles, or tria
peri od when sel ected under a term appoi ntnent or an excepted service

appoi nt nent .

§ 2054. 1002 Probation on initial appointnent to a conpetitive service
posi tion.

(a) General. The required probationary period is one year. The

requi renents governi ng probationary periods for enployees selected for a
career-conditional or career appointnment froma certificate of eligibles
are provided in 5 CFR 315 Subpart H

(b) Crediting prior service. Prior Federal civilian service (including
nonappropriated fund service) counts toward conpletion of probation when
the prior service:

(1) Is in USDA

(2) Is in the same line of work (determ ned by the enpl oyee's
actual duties and responsibilities); and

(3) Contains or is followed by no nore than a single break in
service that does not exceed 30 cal endar days.

(c) Supervisor's responsibility during the probationary period.
Supervi sors of probationary enpl oyees are responsible for

(1) Providing appropriate training, supervision, guidance,
coachi ng, and counsel i ng.

(2) dCosely observing the enployee's conduct, general character
traits, and performance.
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(d)

(3) Initiating action to renove the enployee at any tine it becones
apparent that the enployee's conduct, general character traits, or
capacity do not fit himher for satisfactory service. The

supervi sor should notify the servicing Human Resources O fice as
soon as the need for this action is apparent.

(4) Conpleting Form AD-507, "Probationary or Trial Period Report."
(5) Continuing to nmonitor the enpl oyee's performance and conduct
until the end of the probation period and reporting to the servicing
Human Resources O fice any changes that have an effect on the
conpl et ed For m AD- 507.

Form AD- 507, "Probationary or Trial Period Report."

(1) Upon receipt of Form AD-507 fromthe servicing Human Resources
O fice, the supervisor:

(i) Conpletes Blocks 12-19 followi ng the instructions on the
reverse of the form

(ii) Consults with previous supervisors if the enpl oyee has
changed positions during the year

(iii) Forwards Form AD-507 to the reviewing official (the
second-1 evel supervisor) in a seal ed envel ope.

(2) The reviewing official conpletes Blocks 20-22 and forwards the
formto the servicing Human Resources O fice by the due date
i ndi cat ed.
(3) The servicing Human Resources O fice:
(i) Forwards Form AD-507 to the supervisor

(ii) Reviews the returned formfor conpleteness.

(iii) Follows up on any action required because of the
recomendati on on the report.

(iv) Files a copy of the formin the enpl oyee's Enpl oyee
Per f or mance Fol der (EPF).
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§ 2054. 1003 Probation on initial appointnent to a supervisory or manageria
posi tion.

(a) General. Upon initial appointment to a supervisory or manageri al
position, an enployee is required to conplete a probationary period.
This al so i ncludes when a position is filled on a tenmporary basis for
one year or nore, or when the possibility exists that the selection
could be made pernmanent. The basic requirements for this probationary
period are provided in 5 CFR 315 Subpart |

(b) Probationary Period. |In accordance with 5 CFR 315.904, an enpl oyee
is required to conplete a single probationary period in a supervisory
position and a single probationary period in a nanagerial position. The
probati onary period for new supervisors and new rmanagers i s one year
Exception: An enpl oyee who has satisfactorily conpleted a probationary
period as a supervisor is not required to serve a new probationary
peri od as a manager when justified on the basis of perfornmance and
experi ence. The selecting official may recomrend wai ver of the
probationary period in such cases. The reconmendation will be forwarded
to the servicing Human Resources O fice for review and final approval.

(c) Supervisor's responsibility. The supervisor of a new supervisor or
manager i s responsible for

(1) Providing the enployee the gui dance necessary to successfully
carry out the managerial or supervisory aspects of the position.

(2) (QObserving the enployee's performnce and assessi ng probl ens.

(3) Initiating action to renove the enployee fromthe position if
it becones apparent, after a full-and-fair trial, that the

enpl oyee's ability to perform supervisory and/ or manageria
functions is not satisfactory.

(4) Conpleting Form AD-773, "Supervisory or Managerial Probationary
Peri od Report."

(5) Continuing to observe and apprai se the enpl oyee foll ow ng

conpletion of this formand reporting any change that woul d affect
t he enpl oyee’ s apprai sal or recomended action
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(d) Form AD- 773, "Supervisory or Managerial Probationary Period
Report."
(1) The supervisor, upon receipt of Form AD-773:

(i) Conpletes Blocks 12-18 followi ng the instructions on the
reverse of the form

(ii) Forwards the formto the reviewing official in a sealed
envel ope.

(2) The reviewing official:

(i) Reviews and eval uates the report and conpl etes Bl ocks 19-
21.

(ii) Requests additional information, if needed.
(iii) Attaches any comments to the report.

(iv) Forwards the formto the servicing Human Resources Ofice
by the due date indicated.

3 The servicing Human Resources Ofice:
g
(i) Forwards Form AD-773 to the supervisor.
(ii) Reviews the returned formfor conpleteness.

(iii) Follows up on any action required because of the
recomendati on on the report.

(iv) Distributes copies of the formto the enpl oyee and the
enpl oyee's Official Personnel Fol der.

8§ 2054.1004- 2054.1050 [Reserved]
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